N-FOCUS Major Release
Economic Assistance
July 8, 2012

A Major Release of the N-FOCUS system is being implemented July 8, 2012. This document provides
information explaining new functionality, enhancements and problem resolutions made effective with
this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through the Web
based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD programs and
those who work with the related Medicaid cases should read this section. Note: This section will only
appear when there are tips, enhancements or fixes specific to Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD/MED, ADC/MED,
SNAP, CC, FW, IL, MED, and Retro MED should read this section.
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General Interest and Mainframe

LIHEAP (New)

LIHEAP has been added to N-FOCUS as a program case with this release. This type of program case
can be added in either the Mainframe or in Expert System.

LIHEAP provides assistance to low-income households to offset the costs of heating and cooling.
The highest level of assistance must be furnished to those households which have the lowest incomes

taking into account family size.

Adding a LIHEAP Program Case in the Mainframe (New)

Starting August 1, 2012, you will be able to add a LIHEAP case in the Mainframe or in Expert System.
To add LIHEAP in the Mainframe, you follow the same steps as you do to add any other Program Case.

The following tips are provided for adding a LIHEAP case in the Mainframe:

e New Programs Window — Select the
Program Low Income Home Energy
Assistance Program

CEE
Master Case P

Name BETTY BEARSTIEN

Person Number 64545530 Birthdate  01-28-1980 Sex FEMALE

o

o
Select the Programs the person is requesting
ADULT PROTECTIVE SERVICES -
AID TO DEPENDENT CHILDREN/MEDICAID
ASSISTANCE TO AGED, BLIND, DISABLED{MEDICAID
CHILD CARE
CHILDREN AND FAMILY SERYICES
EMERGENCY ASSISTANCE
EMPLOYMENT FIRST
SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM
FORMER WARD
INDEPENDENT LIVING
N QUR
LOW INCOME HOME ENERGY ASSISTANCE PROGRAM
AID TO DEPENDENT CHILDREN PAYMENT ONLY ;I
0K | Cancel | Help |

e Application Request Date — You can future date a LIHEAP Program Case up to 2 months
o Future dating will be used primarily for conversion purposes as LIHEAP cases can be

added beginning August 1,
2012 for the 2012/2013
energy year which begins

N-FOCUS - Program Cas

Application Request Date I

October 1, 2012.
o The Begin date cannot

Application Beceived Date I

exceed the current date
plus two months
o The date cannot be prior

to 10/01/2012 for a

LIHEAP Program Case

oK Cancel | Help
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Add/Reopen Program Case Eln o= s o ENEE
Window — The Household

=10l

Program LIHEAP LOW INCOME HOME ENERGY ASSISTANCE PROGRAM

Status lcon can be used to
update the Household Status

Add the Energy Only household status reason to participants that are in this master case for LIHEAP only.
To add the Energy Only status go to the HH Status icon above.

Pregrem Gas Perens
and Household Status Reason of et et Mo SN B e Rossan
individuals listed as Program BErTy In i
Case Persons DEARGTIEN  SCOTTY S0BTI9TTT 11445000 Intih o101 2011
o Add the Energy Only

household status = | o

reason to participants Progrom Gase Narme | 3

that are in this Master

Case for LIHEAP only by o] Comat] e

selecting the Household

Status icon

1. Select the Person who is in the Master Case for LIHEAP only

2. Select Actions>Update Status Reason

3. Select the Status
Reason - Energy
Only

4, Click OK
= The Status Status RHeason

Reason will
be updated
to indicate
the person is
in the
Household =

IEnergy Only

Cancel

for Energy
Only

i
File Actions Goto  Help
UPDATE
~Master Case Persons
Last First Ml Ext Birth Date Household | Status
Status Reason|Num|
BEARSTIEN BARNEY 05-30-1980 EO
BEARSTIEN BETTY 01-28-1980 !
BEARSTIEN LAUREN 08-04-2009 In HH 2732
BEARSTIEN SCOTTY 11-14-2008 In HH 4834
L | 2
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o LIHEAP Program Case will default to the Processing Mode
o If another pending

. [F] n-Focus - Progra [
program case within
the Master Case BETTY BEARSTIEN LIHEAP 44399383
requires an Interview, System Determined Mode: PROCESSING
the LIHEAP case will When the mode is set or changed to Interviewing. an interview will automaticall
q 9 ¥
be scheduled by the system. If an interview is not required for this program,
also be set to change the mode.
Interviewing Mode
[ ] If the Interview + Accept System Determined Mode
is not  Change Mode
completed, the
LIHEAP case [ =
will
automatically
be placed in

the Processing Mode

PAS and SSAD (Chore) Authorizations (Change)

When creating a Service Authorization for Social Services for Aged and Disabled hourly Chore
Service or for Personal Assistance Service, it is now required that the approved Service Needs
Assessment indicates the correct program. If there is no approved SNA for SSAD when creating an SSAD
chore authorization or approved SNA for PAS when creating a PAS authorization, the create or update of
the authorization will not be allowed. Previously you could create/update a Chore or Personal
Assistance Service authorization, no matter which program was listed on the Service Needs Assessment.

Service Authorization Detail Window (Change)

When exiting the Service Authorization Detail window, you will no longer receive a message with
print options when a Service Authorization Notice has been created. The notices will be automatically
printed that evening.

Mandatory Electronic Payment (Change)

For individual (SSN) providers, providers that are agencies (EIN) and client grant payments, if there is
a Direct Deposit payment method for a payee with an active date in the future (pre-note period),
payments will be Held until the Direct Deposit becomes active.

For providers who are individuals (SSN) as well as client grant payments, if there is a Debit Card
payment method in any status, payment will be made immediately to the debit card. If there is no
payment method at all, a debit card will be requested by the system and payment made immediately to
that card.

For providers that are agencies (EIN) where there is no payment method, claims will be held until an
electronic payment method is added. Held claims appear on the EOP — Explanation of Payment (the first
time they are held only).

For a client grant payment, if the payee is an ORG then:
e If the payee has a Direct Deposit payment method, payment will be made by Direct Deposit
(same rules as indicated in the first paragraph)
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e If the payee has a Debit Card payment method, payment will be made to the Debit Card

(same rules as indicated in the second paragraph)
e |[f the pay ee does not have any payment method, a debit card will be requested by the
system for the Program Case Name but with the mailing address of the ORG payee

Effective with the July 8 Release, there will be an option for select staff to create a payment method
for a warrant, in addition to a debit card or direct deposit. For all payments, if the only payment method
that is active is a Warrant payment method, payment will be made by warrant.

It is still possible for payment to be made by warrant by adding a Warrant type payment method.
However, exceptions to the mandatory electronic payment method must be justified and security to add
or update a Warrant payment method is limited to certain Central Office staff. Tom Ryan in Financial
Services is the contact for provider claims payments. For client grant payments, the request should be
forwarded to the EA administrator for the program for which an exception is being requested.

On July 18, we will run a one-time job to create Debit Card requests for all clients that have not
responded to a request for an electronic payment method selection. By doing this, clients should have
their debit cards in hand before the next monthly Major Payroll run for the August benefit month.

Finally, in order to prevent delays on direct deposit the person entering the direct deposit can
manually choose to bypass the pre-note process. When that happens, the direct deposit account
becomes active immediately. After July 8, the pre-note action will default to No, the user will have the
option to manually change the pre-note request indicator to Yes.

Applications Tied to Program Case (Change)

The Tied By and Tie Updated By
fields have been added to the
Applications Tied to Program Case
window in the Application section of
the window.

File

Actions  Goto Help

B

Program Case

[

=
[ | [ Fena

Identification 28604302

Case Name DARLA DEMO

Program MEDICAID

~Applicati

App Received Tie Begin

02-01-2012 02-03-2012

Application Reason

Initial

Tied By Tie Updated
By
DS5Z952 DSSZ952

Update

Position Supervision Detail (Change)

This change affects Supervisors/Lead Workers only.

The Function, Service Delivery Group and Expertise columns have been added to the Position
Supervision Details window. From this window, the Supervisor/Lead Worker can change the Function

for a staff person.

1. Navigate to the Supervisor’s Detail Office Position window.
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2. Select the Supervises... button.
The Position Supervision Details window displays.
3. Select the rows of the Staff Person(s) for whom the Function is to be changed.

You can multi-select on this . ’
.
WlndOW. Fie [QE Goto_ el |

4. Select Actions>Update Function — B i
or the Right Click one of the

Position 83450260 in LINCOLN - ACCESSNEBRASKA CUSTO Class S3SUP
selected Staff Person rows to arrently Filled by:
. SERDE‘II_‘I{_'.:J III3 (;iHhLyING
display the pop-up
Menu>Update Function. o e - e o SR —

AFRERIC  INTER¥IEWING

FRERICHS

e You can also right-click on a

HIRSCHMANN PAM PHIRSCH PROCESSING - READY ADULT
PAULA INTERVIEWING Al
H H H PAULSON CHRISTINA CPAULSO PROCESSING - READY ADULT
hlghllghted rOW to dlsplay SSW  PLANK KEN KPLANK CHANGE MANAGEMENT  MULTIPLE
th . d _th th 5SW  PRY JOHN JPRY PROCESSING - READY ADULT
- SSW  RISCHLING JILL JRISCHL  APPLICATION MANAGEME FAMILY
e pop u p WI n OW WI e SSWL PAYNE SANDY SPAYNE CHANGE MANAGEMENT  ADULT
. . TRNEE MCCORD DANA DMCCORD
Update Function option.
4 | |

Note: If multiple lines are selected,

you can only select one of the s ew e _
[B)-] i

Functions. All of the selected

Staff Persons will be changed
. Position 83450260 in LINCOLN - ACCESSNEBRASKA CUSTO Class SSSUP
to that selected Function. Currently Filed by
VERDELL J BOHLING nght C“Ck to
display this Menu.
If a Staff Person does not uil;]:EHL::;StES- First Logon Function Service Delivery Group
have a Function Indicated, AR A PROCESSING -HEADY
you must go to their Detail CHRISTINA NS TR DCE oS M ZHEADY, _Ens
. . . 8SW  PLANK KEN KPLANK CHANGE MAN;?GEMENT MULTIPLE
Office Position in order to S5W  RISCHLING e JRISCHL  APPLICATION MANAGEME FAMILY
. . SSWL PAYNE SANDY SPAYNE CHANGE MANAGEMENT  ADULT
assign them a Function, TRNIEE MCCORD DANA DMCCORD
Service Delivery Group and
Expertise, as appropriate.
« |

Interview Scheduling (Change)

Expedited SNAP interviews will now be automatically scheduled and the Interview Letter sent when
the application is tied. The interview will be scheduled 3 days, or the closest time after, the application
tie date. Interviewers will no longer need to create an Expedited SNAP Interview Letter.

The Work Task “Interview Needed — Expedited SNAP” will continue to be created.

This change intended to help get SNAP Expedited Interviews held as quickly as possible.
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Program Case/Participant Summary Window (New)

The Program
Case Participant
Summary window
provides a summary

N-FOCUS - Program CasefParticipant Summary

File Actions Goto Help

EEEE

iy [7]

of all Program Cases Master Case Name ANNIE INTERFACE MC# 2

Wlth thelr hlgh dated Program Assistance Case Name 5t Stat Beg Mode Status

status. The WindOW Last First M EXT MMIS # Role Stat Beg Statu
- || AABD /MED INTERFACE PE  10-01-2010 CHG MGMT Prev D

ANNIE

is intended to help
identify who is
involved in each
program case
without having to
open the Detail
Program Case
window(s) for each
program listed on
the Detail Master
Case window.

Double click the

2l

ANNIE
PARTICIPAN FE
PARTICIPAN FE

+ sign on the row to

PE 10-01-2010 CHG MGMT Prev D
10-01-2010 Prev
10-01-2010

08-30-2010
06-01-2012

CHG MGMT
ASSIGH

2

be viewed. When you expand the program case row, it will display the high dated status and role of all
persons who have been a part of this program case.

Example:
show closed with a begin date of 8/1/2012.

Scroll to the right to see additional information.

Process Collections (Change)

ADC case is active today 7/15/2012 but closed for 8/1/2012. The program case row will

A Process box has been added to the
Detail Accounts Receivable window. Update
capability is limited to Issuance and
Collections Center (ICC) staff.

ICC staff will update Status and Conditions
to assist them in tracking Accounts
Receivable.

M) N-FOCUS - Detail Accounts Receivable S - [ESHES =5
File Actions Detail Goto Help
e
= [ w (EE
UPDATE
Account Receivable
Number 65571086 ™ [ Gompror
Responsible Party  ANN DOUGLAS Lcj Fiscal Year
Create Date  04-07-2011 Program AABD/MED
Type Eligibility Determination Beginning Balance $585.67
Error Type Household Error Current Balance 5585.67
Status  Active Non-Active OP Amount  50.00
Status Date  04-07-2011 TOP
Status Reason Newly Established Repayment Method
Process
Status ~| Condition |Lower Payments -6 ma ~| Date  11-06-2012
Transactions
Type Amount Status Status Date Status Reason
Apply Collection |
Apply Adjustment I
pdate |
ancel |
06-07-2012  14:02:06
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Nursing Home Administrative Roles (Tip)

When the living arrangement is changed to LTC/NH add that nursing facility as the Administrative
Role so they will get their initial notice and future notices. This step is being forgotten too often.

Foster Care Review Board

Foster Care Review Board (Change)

Based on LB 998 (2012) the official name for the Foster Care Review Board (FCRB) will change to
Foster Care Review Office (FCRO) effective July 1, 2012. In time, all references in N-FOCUS to the
acronym FCRB will be changed to FCRO.

Alerts

The following new alerts and changes to existing alerts will affect both Assigned Cases and cases
within the Universal Caseload unless otherwise indicated.

SVES - #396 Citizenship Discrepancy A & C (New)

When the Citizenship response indicates that a person IS a US Citizen and N-FOCUS reflects the
opposite, the following alert will be received. This Alert will create the Alerts Exists work task.

Alert Text — SVES Citizenship response indicated that this person IS a US Citizen. NFOCUS data
reflects the opposite. Verify the info and update the Citizenship/Immigration if necessary.

SVES - #397 Citizenship Discrepancy B & D (New)

When the Citizenship response indicates that a person IS NOT a US Citizen and N-FOCUS reflects the
opposite, the following alert will be received. This Alert will create the Alerts Exists work task.

Alert Text — SVES Citizenship response indicated that this person is NOT a US Citizen. NFOCUS data
reflects the opposite. Verify the info and update the Citizenship/Immigration if necessary.

EA - #019 - Case Pending 45 Days - Review for Status (Change)

LIHEAP has been added to this alert. This alert cannot be cleared unless the program status is
changed.

CFS - #176 — Return 90 Days - Yes (Change)

This alert will now remain on the List Alert/Work Task window until completed by the worker.
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Work Tasks

Retrieve Archived Work Tasks (New)

Supervisors and Lead Workers can now retrieve Work Tasks that have been archived. Completed
Work Tasks will be archived 45 days after the completion date. These archived Work Tasks will remain
available for viewing for 18 months after the completion date.

To view archived Work Tasks, follow these
steps: m Help

Case Management 3
1. From the Main Menu, select 2:{:::’;:1?:“'? S :
Goto>Retrieved Archived>Work Tasks. FCRE , —
The Search Archive Work Tasks window Financial ’ '@‘
wil displsy. | ==
2. Enter the Master Case Number. 1 E-Applcation
If you do not know the Master Case | Interview Schedule
Number use the out select arrow to Herrativs Aduiniziestion
search for the Master Case by Program E;:;‘g";if::::i::::;i:am" @ W
Case or Case Person Information. h plerts I
3. Select the appropriate Search by field. Correspondences
e Completed Date Work Tass
e C(Created Date
4. Enter the date range for which to search.
e Options
o 3 Months
o 6 Months =10 x|
o Enter Dates
Note: If you select the 3 Master Case [38 I
Months or 6
Months option, the
From and To date Sga":' ';’;mplmd Date Options |3 Months  ~
fields will populate & ool Teite R U
with the current To |os2e-2012
date in the To field. El Next
Use the Prev and
Next buttons to
move forward and Search | Clear | cancel | Help |
back to adjust the

timeframe. If you select the Enter Dates option, you can enter a 6 month timeframe.
The Enter Dates option does not allow for the use of the Prev and Next buttons.
5. Click Search.
The List Archive Work Tasks window will display.
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Narrative

Economic Assistance Narrative (Change)

LIHEAP has been added as a program to the Economic Assistance narrative.

Verification Tracking (Change)

The wording “Social Security Card” has been changed to “Provide Social Security Number”.

APS Narrative (Fix)

When printing APS Investigation narratives, a footer has been added to each page that will identify
the narratives as either, Investigation Narrative or Domain Narrative.

For the Org Investigation narratives, the same footer has been added. We are aware that the term
Domain Narrative has been changed to Summary Narrative. A request has been made for the November
Release to change the terminology on the APS Investigation window and also change the footer wording
as well.

Correspondence

Notice Template (Change)

The ADC Payment Only and LIHEAP programs have been added to the Notice Template.
[ nFocus - hotice Tempiee DR T | E=RIER5

Additionally, multiple Program  fe beais actions bep

Notices can now be placed on the @

same Notice. An asterisk will TGS QI'
display next to each Program - '

|MARY BLOOPER =

button when the Notice has been

. . Send to : cC
created. Clicking Save or Save and 4|

Name
Close with combine all of the MARY BLOOPER o =P
. . MED
notices into one to be sent to the
EA

selected Program Case Name

EMPLOYMENT FIRST
selected. Llanguage - |
[ENeLsH <] —

Reason for Action(s]

| 06-25-2012  10:12:25

ADC Payment Notice (Change)
The ADC Payment Notice can now be used for the Payment Only and ADC/MED Programs.
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LIHEAP Notice (New)

To create a LIHEAP Notice, follow these steps:

1. Navigate to the appropriate Master Case.
2. Select the Correspondence Icon.
3. Select the New button and then
. :u—_m& Notice Template - UHEAP ‘
select Notice Template. AP rogram
The Notice Template window Case Name:
o MARY BLOOPER
will display.
4. Select the LIHEAP program case hatee Del Budat Tone FR—
n a m e . ‘Approw: j ‘HEATING j JF‘rnvid:r j
5. Select the LIHEAP button. Effective Date [19.91-2012
The Notice Template — LIHEAP Eligibiliy Amount [575700
W|nd0W W|” dISp|ay Manual Reference
6. Select the Action, Budget Type | oot |
and Payment Issued to from the Summary b i
ion udget Type Eligibility Amount
drop down lists.
7. Enter the Effective Date.
8. Enter the Eligibility Amount.
0ok Cancel
9. Enter the Manual Reference o |
(This is a mandatory field for denial and closing notices)
10. Click the Add Notice button.
e The selected information will display in the Summary box of the window.
e Add additional Notice information if appropriate.
Note: Inthe example to the P TC— —
right, the Heating FLl:gAPFrugram
. St Stat Beg Dt Program
Budget Notice is shown peer o sopeR
in the Summary Box.
We are now adding otee Dol i Sudaet Type Poment e Te
information regarding Poprave 1] Jpeeam — J 1o -
. Efiecive Date (17372077 e Payment will be made on the following schedule
Repairs. The payment 1t Date [11-01-2012 Amount [5100.00
for the Repairs is going ] 510 #oom | Aot [so.00
to the Client. When a Manual Reference Add Notice
payment is to be sent to
Summa:
the Client, additional ‘ction. Budget Type Eligibility Amount

fields display and must
be completed. Once all
of the information is

HEATING $161.00

APPROVE

added, click the Add
Notice button.

11. Once all of the information has been added (review the Summary Box to ensure all of the
appropriate information has been added) Click OK.
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N-FOCUS - Notice Template - LIHEAP ‘

LIHEAP Program
Case Name:
MARY BLOOPER

Notice Detail
Action Budget Type Payment Issued To

\ I B &
EffectiveDate [
Eligibility Amount [sg.00

Manual Reference |

Summary
Action Budget Type Eligibility Amount

APPROVE HEATING $161.00
APPROVE REPAIR $100.00
=

The Notice Template window will display with an asterisk next to the Program for which
a template has been created.
12. Select the Send to name.

e If additional information needs to be sent to the same Program Person, click the
appropriate Program button and complete the Notice information. An asterisk will
appear next to the program button when the Notice information has been entered.
Once all of the Notices have been completed, continue to the next step.

13. Click the Save or Save and Close icon to send the notice.

Service Authorization Notices (Change)

Beginning July 19th, designated Child Care providers will no longer be sent Provider Authorization
Notices and Discontinued Service Notices through the mail. These designated providers will view these
notices through a provider web portal (Nebraska Enterprise Content Management Portal). In the
coming months all Child Care providers will be converted to this method of viewing their notices and will
no longer receive the printed notices. Clients will continue to receive printed/mailed authorization
notices, as they do now.

List and Detail Correspondence Windows (Change)

You will receive an error message if you try to local print (Print Now) a Provider Authorization the
day that it is created. The Print Now action will be allowed the day after the notice is created.

Document Imaging

Category Box - Select All (Change)

On the Search Image window, the Select All indicator will now include the Permanent ID categories.
If you do not wish to view the ID categories, scroll through the list and deselect these categories.

The Perm ID indicator will continue to be an option if users want to search for only ID related
documents.
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Options Box - Search Image (Change)

The following changes have been made to the Options box of this window in order to provide more
flexibility in narrowing the search for scanned documents:

New Search Options have been added:
e Current = current day only
e One month = past 31 days
e Two months = past 61 days

The default will continue to be 6 months
when coming from all windows EXCEPT when
coming from the Alerts/Work Tasks window.
When coming from the Alerts/Work Tasks
window, the default will be two months.

The additional options were added to
give workers a little more flexibility in
narrowing their search rather than always
viewing 6 Months or having to enter specific
dates.

Prev and Next Buttons:

N-FOCUS - Search Image:

- (ol x|
Master C.
( Number 2 Name  ANNIE INTERFACE ‘
Selection Cond
& Select All " Deselect All ‘
D Last First Ml Bt BirthDate  Sex SSN Disc HH Status
39303043 INTERFACE ANNIE 12121956 F 3333 N InHH
98468220 INTERFACE TRISHA JANE 05011999 F 1234 N _InHH
Category ~Option.
Y Conditi e
 SelectAll * Deselect All © Permanent ID ‘ Search Options |6 Months | Prev| new|
Current
(UNKNOWN) - From |Yeek 6-052012
APPLICATION :I One Month
BACKGROUND CHECK Two Months
CHILD CARE AND SOCIAL SERVICES BLOCK GRANT - Remove Outo
CHILD SUPPORT - Enter Dates
k! > I Remove Discontinued Persons

Sgarch |

Clear | Qam:ell Help |

e The Prev and Next buttons will only work when the Week, One Month, Two Month or 6
Months Search Option has been selected.

List Image Window (Change)

A few, behind the scenes changes have been made to this window. Because of these changes, the

time it takes to populate this window should decrease.

The Actions>Update option has been removed and
the following options have been added to the Actions

B n-Focus - List Image

menu:
e Update Index Information...
e Mark Document as Duplicate
e Remove Index Information

Filter

File

Typ

Actions View

Help

Mark Document As Duplicate

Remove Index Information

Update Index Information . .

L=l

Note: These actions also appear if you highlight a document row and right click your mouse button.
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Update Index Information...(Change)

This option was previously called Update. The Update Index Information option is to be used only to
update index information for a document.

When this option is selected, the Index Image window will display. An Out-Select button has been
added to the Index Image window. Selecting this button will navigate you to the Person Search or

Search Organization window, as appropriate. x|
Locate the appropriate Person or —Index Information
Organization and complete the indexing for
Name IANNIE INTERFACE
the document.
Index Type IPerson
Once on the Detail Person or Detail Index 1D 39303043

Organization window, select Actions>Copy Era—
Index Info and the correct name will be - e
brought forward to the Index Image window

Name field. The worker will then select the
appropriate Category and select the Update
button.

Note: The Remove Index button is no M L‘e'l L"’l

longer an option on this window.

Refer to the Remove Index Information section for instructions regarding the removal of a
document from the List Image window. Remember, it is better to Update indexing
information than it is to Remove the information.

Unknown)

— Notification

™ Generate Alert

Mark Document as Duplicate (New)

When this option is selected, the
Confirm Mark As Duplicate confirmation
window will display.
This document will be deleted from Document Imaging

Selecting “Yes” will immediately and will no longer be viewable.
remove the document from viewing on N-
FOCUS. The document category will be Are you sure this document is a duplicate?

changed to Duplicate and an overnight
process will then delete all documents

marked that day with a category of
Duplicate. Yes - |

Note: You should only select this
option if you are positive the document is a duplicate.
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Remove Index Information (Change)

When this option is selected, the Confirm Index Removal confirmation window will display.
Selecting “Yes” will immediately remove this document from viewing on N-FOCUS. The document will

sppesr the following day on the

Documents Not Fully Indexed Report.

This .repor.t is View?d by ANDI Ce'f]ter staff This action should only be used if you cannot find the correct
and indexing staff in the appropriate person or organization for reindexing. Using this action will
Local Office. Each document on the list is remove the document from viewing in N-FOCUS.

reviewed and reindexed. Until the
document has been reindexed, it is not
available in N-FOCUS.

Are you sure you want to remove the index information from
this document?

Note: This action should only be used

if the document cannot be Yes No |

indexed to a correct Person or
Organization.

New Indexing Categories for Child Welfare and Medicaid (New)

Home Study, Background Check and Quality Assurance Categories (New)

The category of Home Study has been added for both Person and Organization Child Welfare
document imaging. The category of Background Check has been added for both Person and Organization
document imaging and the category of Quality Assurance has been added for Organization documents
dealing with Medicaid.

Note: ANDI Centers should not be scanning and indexing for Child Welfare and Medicaid, at this
time. Currently this work will be done by Child Welfare and Medicaid staff.
Home Study - Person (New)

This category should be used for a Home Study that has been completed regarding a Parent.

Example: A child currently living in Kansas is coming to live with a parent who lives in Nebraska.
The parent will not be set up as an Organization, so the Home Study will be associated
to the person.

Home Study - Organization (New)

This category should be used when the Home Study is about a Foster Home family.

Background Check - Organization (New)

This addition was made for Medicaid purposes. Medicaid has the need to scan Background Check
documents related to Medicaid provider organizations.

Note: When adding documents regarding Background Checks for Foster Homes and other CFS
purposes, the documents should be added using Background Check — Person.
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Quality Assurance - Organization (New)

This category was added for Medicaid purposes and will be used for Billing Documents, Corrective

Action Plans, etc.

LIHEAP Added to Document Imaging (Change)

LIHEAP has been added to Document Imaging. This is an EA (Economic Assistance)
program; therefore, scanning and indexing will be done by the ANDI Centers. Existing

categories will be

Expert System

used for indexing.

Adding a LIHEAP Program Case in the Expert System (New)

LIHEAP has been added to the Program list in Case Maintenance>Case Actions>Add Case Actions

Program list.

e Select the Benefit Month

(0]

(0]

If you select a month
prior to October 2012,
LIHEAP will not display
on the list of available
programs

Add Case Actions
window displays

Select LIHEAP from the
Programs list

Enter the Application Request

and Application Received
Dates

Select the Participants

Select the Program Case Name

Click OK

BAUER

JACK

01-01-1966  Outof ...

Eligible for Expedited:
€ Yes € No

Next | 0K I Cancel

Help

oo comepcions —————————— F

Program: App Req. Date: Program Case Name:

W 4l [io-01-2mz |BAVER JACK =
e . o

KB App Rec' d Date: Participation Status:

LIHEAP 1 |1[I7[I172[I12 j
1 Retro Med End|Date:

PASS Participation Reason:

RETRO MED |

SNAP Prorate Date: I j
- |TBI
| TMA-G | Completed Level of

TiMA- G Begin Dates Educationt
eac — 7

o When the App Req Date is prior to October 2012, a warning message will display.
Click OK on the warning message and continue.
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e LIHEAP Program Case will
default to the Processing
Mode

o If another pending
program case

Program Case Mode Cao

JACK BAUER LIHEAP 56950402

System Determined Mode:  Processing

ithi ¥hen the mode is set or changed to Interviewing, an interview will automatically be
Wlthln the MaSter scheduled by the system. If an interview is not required for this program, change the

Case requires an mode.

Interview, the
LIHEAP case will & Accept System Determined Mode
also be set to € Change Mode
Interviewing Mode | r|
= |fthe
Interview ok | Hep |
is not
completed, the LIHEAP case will automatically be placed in the Processing
Mode when the NOMI is created

Update House Hold Status Window (New)

If a selected participant has a status of Out of Household, they should either be removed from the
LIHEAP Program Case or their Household Status should be changed to either In Household and/or
remove their Household Status Reason of Energy Only.

Update Housel x|

You have selected person[ 5] with a Household Status
of' Qut’ or a Household Status Reason of' Energy Only'
to be included as case participant[ s].

Select the

partcipant[ 5] to change their Household status to® In'
andf or remove their Household Status Reason® Energy
Only'.

BAUER JACK D1-1966 Outof HH

(0].4 | Cancel Help
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LIHEAP Task (New)
When a LIHEAP Program Case is added,

the red X will appear before the LIHEAP Task in

the Expert System Tree List. Process the red X
items as appropriate to the case.

LIHEAP Case Information (New)

Enter the appropriate information in all
of the fields. You can enter information for
Heating, Cooling or both.

Once this information is entered, the
Case Information red X will be removed. The
red X will display for Accounts/Provider and
LIEHAP Budgeting as appropriate.

=% LIHEAP

i Case Information

----- ¥ Accounts{Provider

¥ | |[HEAP Budgeting
Approve Budget

Note:

LIHEAP Accounts/Provider Task (New)

T3 NFOCUS - Navigator = 3
Fie Actions Wiew Goto Help
EEE e [ B e (e T
i Data Collection Benefit Month : [10-2012 =
Case Mai
. Case Actions [PCLAST NAME  [PCFIRST NAME [ PROGRAM [ASST | PC STATUS/MODE [ PC NUMBER
Other Role Actions [ Last Name [First Name [DOB/EDI] Role [Status [ Status Reason [ HH Status
Household Status BAUER JACK LIHEAP Pendng  Proc... 46612945«
Participant Actions BAUER JACK AABDM... Active Chg ... 65695821 |
PC Name/Payee BAUER JACK SNAP Active Chg ... 60758991
Prorate/Expeditcd BAUER JACK cC Denied  Chg .. 7303126
Review/Recertificatiol ||~ BAUER JACK MEDICA... Denied  Intv 90318149
e Certification Period
Eligibility
Summaries
- Utilities
CWIS
[= 7 OHEAR
- Case Information
- AccountsfProvider
LIHEAP Budgeting
Approve Budget
4 - Add Update Close Reopen Help
Tasks |Notices | Current
l 7dd LTHEAP Case Information x
Last Name | First Name | Pgm Case Num Effective Date |
BAUER JACK 46612945 10-01-2012
Priority Code: [Disabled Household Memb |
Dwelling Type: IHnuse j
| .
,  Heating Fuel: Natural Gas hd
i
Pay Heating Provider: < Yes ¢ No
|
- Cooling Fuel: Electricity -
Pay Cooling Provider: * Yes " No
Effective Date: 10-01-2012
0K | Cancel | Help |

The Accounts/Provider task will have a red X if the Pay Provider Yes option is selected.

The Current tab in the Accounts/Provider task provides the ability to search for an energy provider.
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LIHEAP Provider Search (New)

Double click the Accounts/Provider task and click Add

o The LIHEAP Provider Search window will display

[ ]
Click the Search Providers button
o If you know the
Provider Organization
ID number, you can
enter the number in
the available field and
click the Get LIHEAP
Provider button
The located
provider
information
will display in
the Provider
Information
section of the
window
The Organization
search will bring back
only providers that
are listed as providing
services for the Fuel
Type selected.
Enter the Account Name and

Note:

Select the Provider Type from the drop down (Cooling, Heating, Other)

Program Case:
PALMER DAVID LIHEAP 4083414

LIHEAFP Case Infor

Heating Fuel

I Pay Prov I Cooling Fuel | Pay Prov I Begin Date I

Natural Gas

yes 10-01-2012

Provider Type: IHeating

Search Providers

-0R -

|

Get Known Provider

Organization ID: I

Get LIHEAP Provider,

Provider Infor

Provider Name

BLACK HILLS ENERGY

ORG ID
87111792

Tax ID
440541877

Account Name: IDavid Palmer

Accountfinveice Number: |1 233453

Heating Provider: < Yes " No Cooling Provider: ¢ Yes * No
Begin Date: |1I]—I]1—2I]12 End Date: I
0K | Clear | Cancel | Help |

Account/Invoice Number, Begin and End Date information as appropriate

Click OK

LIHEAP Budgeting Task (New)

LIHEAP budgets will be run from the LIHEAP Budgeting Window. If the budget amount exceeds the

payment limits set by policy, Supervisory
or Central Office staff approval is
required. When this occurs, a message
will display stating “This budget must be
authorized by a Supervisor or Central
Office”. The budget would then be
placed in “Pending Approval” status.

The budget can be seen in the
Mainframe from the Eligibility Summary
icon. The budget status will also be
shown in Benefit Summary.

1. Select the LIHEAP Budgeting
task.

¥¥ NFOCUS - Navigator JACKBAUER 4119

File Actions View Goto Help

ElEc

i Data Collection

2

5% LIHEAP

Case Maintenance

Eligibility
Configuration
Budgeting

Summaries

Utilities

CWIS

i i Case Information

Accoun nyid
¥ | IHEAP Budgeting

pprove Budget

Tasks |NMNotices

[LAST NAME [FIRST NAME [PROGRAM _[PC NUMBER
| Heat Type | Ht Pay Prvl Cool Typal Cl Pay Prv \ Begin Date

[End Date

BT
| Natural G...

10-01-2012

Yes Electri... Yes

I‘ [ Process Budget ] I Delete Unissued | Help

System

[ User canceled fram

LIHEAP Budgating [1001-2012

93209
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2. Select the row to be processed.
3. Click the Process Budget button.
The Select budget Type and Year window will display.

x]
Program Case:
‘ BAUER JACK LIHEAP 84911895 ‘
Budget Type: [HEATING =
Energy Year: [10-1-2012 1o 9-30-2013 |
0K Cancel | Help |

4. Select the Budget Type from the drop down.
5. Select the Energy Year, if appropriate, from the drop down.
e If heating or cooling is selected, the Energy Year must be selected from the drop
down list.
e The Energy Year will default to the current energy year.
e The Crisis, Repair and Deposit budgets are always for the current energy year. If
these types of budgets are selected the energy year will default to the current year.
e Ifitis the cooling season, the previous energy year heating budget can no longer be
processed.
o Example: In May 2013, the 2011/2012 heating budget could not be
processed, however, the 2012/2013 heating budget could be processed.
6. Click OK.
The LIHEAP Income Selection window displays.

LIHEAP Income Selection I&

What method should be used to calculate income in the LIHEAP
budget?

I -

‘ Cancel | Help ‘

-

7. Select Project Income or SNAP Income from the drop down.
o If Project Income is selected, the Calculate Income window opens if there is income to
calculate. This window calculates monthly income; since LIHEAP uses yearly income,
enter the how many months the income should be included in the LIHEAP budget by
selecting a number from the Multiplier drop down list.
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[ E et Income Bereis Month 112012 ]

Program Case: | SLLIMERS, JUKE LEHE&AF EN4RTHR
| Earmed Income | | Flucivaing Uneammed Income | 5E Ledger Income
[ | Crwmer | Empleyer Calosiatinn Mothod
* JUME SUMMERS ol Pay Schedule Onhy =

Pary .‘\'.I;hlduln_ i i i
| Beg Date End Dhaie Aeg Raie | Rale Fieg | Fleg Hra | Road Fieg Praj A
oF-o1-200 2 850 HA N0 WE

Rec'd Date | Gross dsnount | Feg Hrs | OT Hrs | Skt Hrs | Usage ]

t Help |

Cancel | Help |

o SNAP Income will only be available to select if the LIHEAP and SNAP cases both meet
the following requirements:

The program cases have the same participants; all are active participants in
both.

The SNAP case is not TBR.

The SNAP case must be active and the SNAP budget extends to at least the first
month of the LIHEAP budget period.

If a person is active FR (Financially Responsible) in the LIHEAP budget, they must
be an active PA (Participant) in the SNAP budget.

o SNAP Income will not be offered as an income selection method:

When there are active Financially Responsible people in the SNAP unit.
There is self-employment income from tax forms or from the Other Income task
in the SNAP budget. This applies to both farm and non-farm income.

o Heating Budget is only available when the budget type is cooling and an authorized
heating budget exists.

8. Click OK

9. Authorize the LIHEAP Budget as appropriate.
10. Continue to budget as appropriate.
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Delete Unissued LIHEAP Budgets (New)

If a budget has been authorized in error, select the budget and click the

Delete Unissued button. The Delete Unissued LIHEAP Budgets window will Delete Unissued

display. Select the appropriate row and click OK.

Note: This option should be used for error correction only.
x

Budgets should only be deleted for error correction. Do not delete a budget if a notice has been
mailed.

Last Name First Name | Program 1D Budget Ty... | Budget Code | Amount
BAUER JACK 84911895 Regular CRISIS 5h02.00

[OK] | Cancel Help

LIHEAP Budget Amount and Payee Window (New)
This window will display when processing a Repair, Crisis or Deposit budget request. The payee and

the amount requested must be entered.

e [f this is a Repair Budget, the Type of Repair field will be enabled for a selection
e If this is a Crisis Budget, the Fuel Type field will be enabled for a selection

The providers entered in the ]
Account/Prowder.s task will display amount o ot | e
in the Payment will be made to
section. Select the appropriate Fuel Type: [Natural Gas =
provider if multiple providers are Paymentwill be made 1
. Ti lame ax I
listed. %iqqlznaz :EGA POWER COMPANY Izstilgssuﬁ
Note: If the payment isto go
to the client, a
supervisor will need to Cast Mame [ FirstHame \
P . EAU‘EH JAC:( |
authorize the budget.
(This should occur only o | _corcet | b |
in extremely rare
situations)
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LIHEAP Budget Over Policy Limits (New)

If the energy payment is over [ TR IR S S v e R nsiey

Policy Limits the budget must be

authorized by either a Supervisor

or Central Office depending on
the type of budget and the
amount. One of the information
pop-up windows to the right will
display.

Crisis payments have already been authorized for £0.00. The annual limit
for these kinds of budgets is $500.00, Authorizing this budget for $500.00

requires Central Office Approval,

[ o |

Budget Set to Pending Approval

Repairs / replacements for Furnace have already been authorized for $0.00. The
annual limit for these kinds of budgets is $2800.00. Authorizing this budget for
$2900.00 requires Central Office Approval.

$325.00 in benefits have already been authorized for this energy year. This budget

would result in a payment of $2900.00 Autherizing this budget requires Central
Office Approval.

-

Budget Set to Pending Approval

=2

§723.79 in benefits have already been authorized for this energy year. This budget

would result in a payment of §1300,00 Authorizing this budget requires
Supervisor Approval.

2 W W W .

OK the message and check in the case.
When the case is checked in, a high priority
Work Task will automatically be created that
is directed to Supervisors. The Approve
Budget task will then be required to be
completed by a Supervisor or Central Office
Staff person.

BINO DeiWot Tt g Sus  csee ool
[ Fie Actiens Goto belp - n
7]
e coes promy (PR T
Number 422
States  Unworked
Name MALCOLM MICKELSON Status Date 11082012
Status Changed By  NFOOLISN
Work Task
Desctiption  |Approve bodget]s) for LIHEAPD |
Progeam Typels]  UHEAP Accepted
Number 030
e U oom | compicies | ‘
Service Delivery Group | ADULT i
Created By DSSZ990  Crested Date  11-08-2012 R SO
06152012 1223513 ﬁ
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LIHEAP Approve Budget Task (New)

This window is used only by Supervisory SHE]
or Central Office St_aff.. When a bu.dget FED e 0 e e A
exceeds payment limits set by pollcy, a #-§ Data Collection [LAST NAME [FIRST NaME [PROGRAM | PC NUMBER

Case Maintenance [ Auth Amt [ Category [Elig [Type [ Creation Date
Eligibility

5 * [7 BAUER JACK LIHEAP 84911895 B
ummaries HR 502.00 CRISIS Pass Regular 10-01-2012 [}

Utilities
cwIS

® LIHEAP

- Case Information
i AccountsfProvider

e C(Click the Authorize button to T e
Approve or Deny the budget.

e C(Click the View Selected to view
the Benefit Summary window for
the budget.

e C(Create the Notice.

Supervisor or Central Office staff person must
approve the amount from this task.

- E-E-E-E-E

Authorize View Selected Help

Tasks | Notices Current

LIHEAP Notice Creation in Expert System (Tip)

LIHEAP Notices can be created in Expert System by clicking the Notices tab after the LIHEAP Budget
has been approved. If this step is not completed in Expert System, you can follow the step outlined in
the Correspondence>Notice Template section of this document.

SNAP Resource Exclusion Reason (Change)

The Resource Exclusion Reason — Property for Sale — SNAP has been added. This will allow for the
exclusion in SNAP budgets of Property resources for which the client is making a good faith effort to sell.
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